INSTRUCTIONS FOR USING THE GO WILD ONLINE SYSTEM

Sign into your account at https://gowild.wi.gov/customers/safetyed/instructor . Your account is linked
to an email and can only be used per one individual. For instructors who share email addresses with
another person who owns a DNR customer identification number, please create a separate email
address for you or the other email owner.

If you are first time user, select “First Time Users” and follow the prompts.
Those who are familiar with the Go Wild system can log into their account using their customer
identification number and password. Customer ID numbers will be as instructor numbers.

A successful login should result in the user’s homepage appearing on the screen.

Click on Instructor Dashboard
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The Instructor Dashboard is useful for modifying or deleting current classes, looking up class
history, and creating new classes. Instructor information is located in the left panels.

CREATING A CLASS

Click Create a Class
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For Certification Type, choose TRAPPER — Exp. Choose TRAPPER for Course and click Next.
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Create your Trapper Ed class by filling in class details, primary contact information, shipping
address, and class price and enrollment. To make contact information visible to students, select
Yes under “Display?” after each category you want to make visible. “Price” is price per student
(usually $12 unless lodging or other expenses are included). When the class is filled, you can go
back to this page and edit the “Is the Class Full?” response.
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Click Save. Once saved, click Done.



Establish a schedule after creating the class. Click the “Schedule” tab and Add Class Period.
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The first day of your class should appear under the Schedule tab. If your class has more than one day,
add the second day and so forth one day at a time. Once again, Add Class Period and fill in the class
period information. Click Save. If edits need to be made, click the edit button under “Actions.”
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Once all days have been added, click Done. Make sure to email or call Jenna Kosnicki at
jenna.kosnicki@wi.gov or 608-219-9582 to order supplies.
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AFTER CLASS WORK

If allowing Online Registration to your class, the roster will automatically update with each enrollee. For
all other students, instructors must add each student. Click Add Student and follow prompt. Insert
student customer identification number and click Add to Roster. Similarily, additional instructors can be
added by clicking Add Instructor. Students and additional instructors should appear below each

category.
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Timesheet information is used for Hunter Education and other safety courses. Please ignore and
proceed to the Financial Tab. Submit instructor fees. Fees can only equal half of Total Amount Due. Click
Update and then Submit.
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Finalize Class

Please validate the class roster is accurate before finalizing the class as it will perform the following actions:
* Class Roster will be submitted with today's date as the completed date
+ Safety Education certification achieved for this class will be added to all students listed on the roster that completed the class
* Instructor class history and awards will be updated for all the instructors on the roster

Roster Size 1 instrtor Fees & Update
submitted Fees  $12.00
Instructor Fees  $6.00
Min DNR Amount ~ $0.00
Total Amount Due ~ $6.00




